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PURPOSE: To establish guidelines for the servicing, alteration and timely inspection of police 
vehicles, and the accurate preparation of related documentation. 


POLICY: The Department will maintain control and accurate recordkeeping of its vehicles through 
the implementation of standardized vehicle servicing, alteration and inspection guidelines. Additionally, 
all employees who have vehicles assigned to them, regardless of the duration of the assignment will 
inspect such vehicles in accordance with the procedures established in this document. 


PROCEDURES: 
I. Servicing and Alteration of Police Vehicles & Related Equipment 


A. Any alterations, modifications, additional equipment or changes to any police department 
vehicle, radio, or radar unit that affects the appearance, use, function or serviceability of that 
equipment must be requested in writing through the officer’s chain of command to the Vehicle 
Coordinator who will approve or disapprove the request. Appeals will be directed through the 
Vehicle Coordinator’s chain of command. 


B. Whenever one of the above mentioned pieces of equipment is turned in for servicing, repairs, or 
for any other reason, the only person authorized to inquire on the status of that equipment is the 
Vehicle Coordinator. Department personnel will not call or visit privately owned or city repair 
facilities to inquire about city owned equipment, unless authorized by the Vehicle Coordinator or 
his/her designee. 


C. When the equipment is authorized for release, the Vehicle Coordinator or his/her designee will 
notify the officer or person to whom it is assigned that the vehicle and/or equipment are ready to 
be picked up. Vehicles will only be left or picked up while on duty. Officers are not authorized 
to drop off or pick up a vehicle in an off-duty status without prior approval by their supervisor. 


D. Any officer who wants his or her assigned vehicle’s windows tinted for operational reasons must 
obtain permission from the Chief of Police. 


II. Inspections 
A. Daily Inspections 
1. Uniform Patrol (UP) personnel will conduct a thorough daily inspection of their assigned 
fleet vehicles for each tour of duty and complete a Fleet Vehicle Daily Inspection Report. 


Officers and their immediate supervisor will sign these reports prior to starting their tour of 
duty. Officers will report all defects, damage, and equipment shortages to their immediate 
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supervisor promptly, and will make the appropriate notations on the Fleet Vehicle Daily 
Inspection Report. Officers going off-duty will ensure their vehicles are clean and properly 
equipped (with at least 1⁄4 tank of fuel) for the oncoming shift. Prior to the completion of 
their tour of duty, supervisors will submit the Fleet Vehicle Daily inspection Reports to the 
Shift Lieutenant, who will review and route them to the Division Commander to maintain in 
his/her files for each vehicle. These files will be purged quarterly. All new damage will also 
be noted in the Vehicle Damage Log Book by the vehicle operator. 


2. Personnel in other divisions of the department will inspect their assigned vehicles upon 
beginning their tour of duty and will immediately report any defects, damage, or equipment 
shortages to their supervisors. 


3. Bureau Division Commanders will assure that each fleet and take home/assigned vehicle 
under his/her command is inspected by a line officer quarterly. The Fleet Vehicle Daily 
Inspection Report will be used for this supervisory inspection, and routed back to the Bureau 
Commander. 


4. Personnel assigned to or operating any department vehicle are responsible for the vehicle and 
assigned equipment. Any loss of equipment or damage to a vehicle or equipment will be 
immediately reported to the employee’s immediate supervisor, and an Offense Report must 
be completed. If an employee fails to report any damage/loss of equipment, which is later 
discovered, it will be assumed that it occurred during that employee’s tour of duty and he/she 
will be held strictly accountable. 


5. To ensure that each vehicle is properly stocked, equipment will not be interchanged from one 
vehicle to another. Before a vehicle is taken to the City Garage for maintenance, the person 
transporting the vehicle will remove all weapons and equipment assigned to that vehicle and 
place them in the Operation Support Center (OSC). 


6. When officers with Take Home/Assigned Vehicles are reassigned, they will remove all items 
from the vehicle that are on their personal inventory (e.g.. maglights, etc.) 


7. Supervisors will promptly route a copy of all reports containing damage/loss of equipment to 
the Vehicle Coordinator. 


B. Borrowed or Spare Vehicles 


1. Whenever a spare vehicle is used, or when a vehicle is borrowed from another Division or 
Bureau, a Fleet Vehicle Daily Inspection Report will be completed prior to and at the 
completion of use. These reports will be forwarded to the Bureau Commander. If any 
damage/loss of equipment is noted the employee will notify his/her immediate supervisor, 
who will in turn contact the appropriate supervisor from the bureau or division from which 
the vehicle was borrowed. 


C. Repair and Maintenance 
1. The Vehicle Coordinator will complete an Automotive Repair Sheet when any vehicle is in 
need of repair. If the vehicle is left in the basement at HQ to be transported to the garage, the 


form will be left on the dashboard of the Vehicle. If the operator or a wrecker takes the 
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vehicle directly to the garage, the form will be given to the Garage supervisor. The operator 
will both print and sign his/her name on the form. 


2. In cases of unscheduled/emergency repairs, or the towing of a police vehicle, the operator 
will notify his/her supervisor and the Vehicle Coordinator concerning the status of the 
vehicle as soon as practical. The City contract wrecker will be used for all tows of city 
vehicles. ALL towed police vehicle will be taken to the main garage repair shop and left on 
the “work line”. If the vehicle has been involved in an accident or the target of vandalism, a 
copy of the accident/offense report will be placed in the Vehicle Coordinator’s folder prior to 
securing from duty. 


3. Participants in the Take Home/Assigned Vehicle Program will abide by that policy governing 
inspection procedures and adherence to PM schedules. 


APPROVED: 
Edward G. is, Chief of Police 
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